Account Access Verification
Once the employee receives their UserlD and temporary password (separate
emails), they need to access the assigned system for which they requested access.
The employee will be required to change their password immediately.

If the employee is able to access the assigned system, he/she is required to ‘Verify’
their access in EARS. Use the link in the email provided by the Implementation
Group.

T
ESC Do_Not Reply@gsa go o | &wianda Rickard@gsa.gov
GSA v cc |Blhdavid peterman®gsa gov

101 8/20170 10:63 Akd bec
Subject |PegTs00001946 Access granted

Your access re quest has been granced.

Please verify your access and update ESC by using Verify—Active action

If you do not have access to ESC please inform your Manager sSo he/she can update your
results

Request summary appears below
Recquest for: WandaHRickard
Userid: WandaKRickard

Fole Reguest: HRSL_Analyst
Reason: Auchorized User

System = E-Payroll PAR HRSL

Link to request =

http://esc.finance.gsa.gov/cqueb/main?command=GeneratelainFrame sservice=CcQsschema=Produc
tion ntextid=PeyTssentityID=33556376&ent it yDe fame= Request

If the employee is unable to access the application with the specified
Username/password combination, the employee should notify their manager
immediately.

The User will sign into EARS using their ENT or GSA network (EXT) login
credentials via https://ears.ocfo.gsa.qov/ears/faces/home.jsp.

Once logged in, the User will click the Access Request menu tab to perform the
Access Verification duties. The access request queue will display all requests that
require your action. If more than 10 records exists, you can use the arrow keys to
maneuver between pages

Click on the access request you wish to verify; this will display the access request
and highlight the populated request in the request queue. ** Notice the UserID and
Recert Date fields are now populated. The UserID field corresponds with the UserlD
in the email from the Implementation Group. The Recert Date is 1 year from the
date that the Implementation Group granted access to the System/Application. **



https://ears.ocfo.gsa.gov/ears/faces/home.jsp

Enterprise Access Request System (EARS)

[noraoe cription || Reports | Acce: | (Brofie update | Account Mai |[Heterac](contact us

Logged in as WandaKRickard. Log Out

User Access:
(Click on the row that you would like to view/edit CUI’IEI’I";’ selected row is highlighted in yellow.)
H [v] || System HSuuevsI:em” Role |\ State ||
\Peg‘rsuouowds E-Payroll PAR HRSL HRSL_Analyst In_Verin:ationl
1 requestis) found. Displaying 1 request(s)from 11o 1. Page 111
New Access Request
Action System Subsystem Role
Cancel [% - - —
IVen:An:t\ve I b Lalas [ e I_[ [
Remarks/Comments
. ‘
E =l
==== State: In_Approval by: ECOH6B_EARS ISS0 on 18 October 2010 14:54:53 ==== -
1S50 - Adding Text
=== State: In_Approval by: ECOH6B_EARS SysOwner on 18 October 2010 14:46:26 =w===
-
User Profile:
First M Last Agency Code
I I [GS General Services Admin ﬂ
Office Contractor ; ManageriCOTR )
symbol Phone Number Job Title Contractor? Company Manager/COTR Email
[EARs ~ [s168234664  [EARSTester [ Tests DavidPeterman |
Must select a manager or enter managers
email address before access requests can
be submitted
Initial Background Investigation ) A Rules of Behavior &)
Completed? Date Accept? Date
F [iE [Augest  Elfeoi F [ [August  =]f0i0 .|
Full Background Investigation ) Non-Disclosure &)
Completed? Date Completed? Date
ro = B [ie Jaugst P00 ]
Attachments Add an Attachment (max size of 10MB)
~| View | Browse.. | Add
I~
b

Reset I Submit

8. User Access Section (* denotes Required field) — Fields that are grayed out are
unavailable. The fields listed below are the ONLY field that are to be processed
by the ‘User’

8.1. Action * - The employee can Verify_Active or Cancel by clicking the down
arrow Action button and choosing the appropriate action.

8.1.1. Verify_Active action will Activate the specified access request.

8.1.2. Cancel action will generate a cancellation access request for the
specified role and upon Submit will forward to the identified manager.

8.2. Remarks/Comments — This allows the ISSO to record any comments to be
associated with the access request.

9. User Profile Section — All fields can be modified (with the exception of the UserID,
Email, Initial Background Investigation, and Non-Disclosure)

10.Reset Button — Clears the screen and allows for reentry
11.Submit Button — Click the Submit button to finalize the access request process.
11.1. Upon clicking the Submit button a Confirmation Statement will appear.

11.2. The User must “... agree to protect the confidentiality of their password,
ensure the UserlD will be used only for official business and to exercise
proper care to protect all system assets while performing their duties” by



clicking OK, will complete the access request process and Activate the
account.

Windows Internet Explorer x|

P | Upon submission of this Access Request Form, I, the requestor, agree to protect the confidentiality of my password, ensure the UserID wil be
M‘N/ used anly far afficial business and to exercise proper care to pratect all system assets while performing my duties.

Cancel |

11.3. Bottom of the page will display if the Profile was updated successfully and/or
the access request was submitted successfully.

Frofile update successful.
Access request submission successful.

11.4. The newly submitted request will appear in the Request Queue, showing a
state of Activated

[ D [ system |[Subsystem|[ Role ][ state ]
PegTs00001946 E-Payroll PAR HRSL HRSL_Analyst Activated

12.1f no further action is required by the User, select Logout, located in the upper right
hand corner of the screen.




